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Reword Student Attendance click Button B
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Screen at Button B —as it appears after clicking on View/Enter recor ds

To Reoord Attendancefor a Date

¢ 1. Click new record * * at bottom of screen [note: it’s the very bottom new record button » *]
¢ 2. Enterthedatein School Date field for which you wish to record data.
Command control ; will enter today’s date— or, for example, you can type 10/9 or Oct 9 — date
will display as Tuesday, Octaber 9, 2001
Seled Course from pull down menu.
Seled Student from pull down menu.
Click appropriate absenceor late box.
EPEAT steps 5-6 until you've entered all student absences/tar dies for the date selected.
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To Correct Errorsor Omissionsin Attendancefor an already-recrded Day — see page A-6

Admin Sedion 5: Attendance A-5
(revised 11/27/01)

Version 81 -8/01



MAVEA Maine L earning Results/Curriculum Integration Project
Student Information System (SIS) — Administrative Help M anual

Correct Student Attendancefor a spedfic date — click Button B

Put cursor in Schod Date Field

Go to Edit on AccessMenu [ Click on Find [NOTE in Access2000make sure “ Sear ch Fields as
Formatted” option box is not chedked] 0 Enter date for which you want to correct datain the
dialog box that appears [0 Click “Find Next” and the date will appear in schod datefield D Close
the Find Box [0 Click on View/Enter Records for this date

To add a student to the absence/late report for the date seleded — foll ow steps 4-5-6 as described in
enter attendancedirections

To correct info about a student already entered for the seleded date — Click or Unclick absencelate
boxes

To remove a student from the report for the seleded date — Click mouse in the grey box at the right
of the students name [ Right Click O select Cut 0 say OK when dialog box appears.

[note — this only deletes gudent from this attendance date record. All other student info and absences
remain intact]

Edit O Find Schod Date Field
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Right click in grey box and seled cut to
delete student from this date

Go to Administrative Reports (at Button C onMain Menu) to run reports on absences and tardies.
Note: Before running reports, be sure to edit the periods table (at Button E — edit Schod Information on
Main Menu) for the corred times periods/dates for your schoal.
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